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Report for month ending 30 lNoverver 1993 from
) FORMS MANAQEIENT BRANCH

I. PROJICT SUMBARY,

Projects initiated prior to Noverber -5
Projects commenced in November -9
lotal Projocts on which sction was ‘taken e 114
Projects completed during Howember | -5

Carred over o Decerboy -9

II, COMPLETED PROJEC(S

l. Certsin type facog were standmrdized for Vari-typer
coposd tion of forws, A list of these faces wid a chart ghowing
- thedr spplication to the various elerentsst forms composltion
(titles, instructions, box wording, eic.) wers famisghed the
Igpmdncﬁm Plant to use as guides in &l future forms compogli~
on,

2, A statement of functions forr ie Branch was prepared
for inclusion in the Mvision Chart,

Draf't copy of the proposed iecords Fanscement Handbook

25X1 was reviowed and the subjecilve clasgification breskdowms
under *Forms® were expanded and modified, As & result of thise
action snd subsequent Al soussiony with | | £uxthee 25X1

mdifications of "Reports® sad *Corrunications® have been recon-

~mended and & rewrite of the subject "Records® has been suggested,

. he A scheduled equipment demonstration of the new Coxhead
Gomogoumatic D3J machine at the Sherston-Carlton Hotel 17 November
1953, was attended by five representatives of G0, litcrature on
this nachine and the new Coxhead liner was obtained and circulated
to interested 350 persornel,

5. BEmployee Suggestion #3758, relative to reduction of the
width of information reports fyom g%" to 8%, waz studied and
posiidve aciion taken to assure 4tg adontion:

ITY. QCURAENT AUD CONTINUING CROJBOTS
| 1. The Reproduction Plsni has been requested to survey for
at least a m@:"‘ﬁp Jime regeivenents for forms copy proparation,

1t ig ultingtely 7oposed o centralise forms copy preparation in
the Forms Management Branch as an incidental part of analysls and
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of 30 ovember 1953 the plan's general substaiCe ad been spproved
as submitted, Further detslls goncerning nanpower requirements,
target dates, ete,, will be developed during the coming montha,

o 3, Ultimete elistnation of duplicate functional flles
25X1 maintained by 0 & X and DD/P has been propeged and conourred in
by | | Action hes been suspended since 10 Howember 1953
pending certaln personnal chsages in O & K, Aetion should be
eompleted in Decenber, :

L.  proposed memormsdmr for all Avea ilecords Ufficers
concerning 1lird ting classiffeation of forms in blank by use of
the phrase *{When Filled In)® after the claseification widch
had been developed and was ready for issuance has been held up
beosnse of the new execative order eliminating the "Restricted"
classd fleation and the additional ¥security Infornmat.on® requirew
ment, The memorandum will be resrliten to conform to new securily
directives and issued in lecembeor as (Ted,

5« A proposed memovendam (Fiel) to all Area Records Officers
containing prelimina-y orogmen publicity and trenesi tting selected
Air Forece fo nent peamotional data has been develbped and
25X1 sabms, tted ‘wi |fox mpproval, feleass in Decewber is
mticipated, :

6, Haterial for a set of VuseOreph slides to be used in
promoting the Forme Management Progren and training Area Records
Officers has bosn compiled and submiiied to Graphics Broch - ORR
for vreparation of srt work for the glides, Slides should be
completed naxt nonthe

7« The following Area Records Cfficers were contacted

25X1 during the month to establish initial lisison and explain soms
of the progras aimss | v

25x1  oorsonnel, |

hie 13 a contimuing project,

8¢ A study of the Information Report forms and .rcosdures
hag been undertaken in conjunction with the printing study of
25X1 | | Preliminary contacts have boeen nade snd initial data
obtained, It is hoped that the forms and procedures cab be revieed,
fisld and headgumrters reports consolidated, printing costs reduced
ete, Project continues,

25X1
25X1
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9, Tentative sgreswents coucerming sterilify requiswssnts
Tor eertain Torms sent to and from, or used by fisld organiss~
Honsg, have been concluded with representatives of /P and the
logintics Office, They are now in process of coordination and
finalization in written form, : '

IV, ISCOLIANFOUS ASTIVITIES

1. Reproductien facillities localed in "i® Dldg. were
inspected, : .

2. leproduction Plant peracinel responsible for copy
preparati;m of forms were instructed in certain teelsdeal phagos
of operaltions

3. Initial contacts and lisison with represmtatives other
than Ares Hecords Officers of 0 &% Fersornel and loglsltics
offions have been mada,

Ve SEHARY OF INTIVIDUAL ACTIONG

le Bo, of Requisitions Copies
" liew 29 | Thy 925
zwuvigxma lgﬁ 858,000
Total ﬁ" T2 002,
2. Forms Obgoleted - 3

3¢ [Request disapproved aud
available formg substi tuted - L

L. &verage requisition for wonth 13,016 copies
5, Net increase in Agency forms - 26
Gy otal mumber of controlled forus in use - 530
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Beport for wonth of November, 1953 from the RECORDS DISPOSITION BRANCH

Status of Current Projects

1. General Services Office:

(Systems) - Completion of thie project in the Office
of the Chief is dependent upon the spproval of sug-
gestions subwmitted for the improvesent of

and methods for handling wail and records. Systems
have been developed and installed in all otber seg-
wents of the Office.

(pisposition) ~ The records control schedule has
been ywepared and submitted to the Chief of the
Office for approval. When approved, specific plans
vill be instituted for completely activatling this
schedule. Considersble volume of record material
has been noved t¢ the Records Center, but oversll
- detailed action is still pending.

2. logistics OfTice:

{Systems) - A review of the wall control end f1ling
systow is now being conducted and s report will be
prepered upon completiom. Sowe work aypears to de
mesded in this ares in order to make the systems
setiglactory,

{Disposition) - As previcusly reported, the records
contrcl schedule prepsred for this Office has never
been coupletely activated. Of egqually serious con-
cern is the Pfact that records have been transferred
generally to the Records Center without being idemti-
Pied Ly schedule and item number. Without such
{dentification, there will be involved, sl soume
future date. needless research and study by Center
personnel. It costs woney to prepare records con-
trol schedules; their preparation is Justified pri-.
marily through thelir spplication which, in thie
case, has been inadequate. The scheduling program
in logistics Office is suffering, therefore, because
of & lack of concentreted «f{ort on the part of the
Area Records Officer. An effort was made during the
wonth to assist !in reviewing, swending, 25X1
and correcting t gchedule. This sctivily is
particulariy lsportant because of the sany functiopal
and organizational changes in the Office. It was
not possible to plan this review because of dutles
other than records wenagement that are currently
taking the tiwe of | | 25X

A
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3. Office of Intelligence Coordination:

{Systems) - The recent Systems study prepared
£ been discussed briefly with

1 It does not sppear too
optiwistic to anticipete that we will be re-
guested to install the proposed Agency file
system in this Office. The installation and sub-
scquent training of personnel should not be too
involved.

4, Medicel Office:

{Systems and Disposition) - The two analysts
essigned to the task of ectablishing these
phases of the records program, sisrted the Job
on 30 Noverber. Thig phase of the records
wanagement prograw should be enbtirely com-
pleted by the widdle of January. Subsequent
follow-up should involve only minor inspections.
There is, however, sn influencing factor that
way effect the prouwpt completion of this proj-
ect; 1. e. currently, additionsl functional
activities are being installed that will require
the establishment of new files.

5. Poreizn Broadcast Information Division:

The current inventorying activity reveals that
this Division has been an extremely prolific
-collector and creator of paper records. They
have not been maintained, however, 1ln & wanner
in keeping with the efficiency with wvhich they
were collected. Consequently, Division reports
and related record materisl way be found in
closets, bookcases, store rooms and other un-
degirable areas. They are maintained without
regard to record series or any recognizable
method. It appears at this f{ime thai accouplish-
ments will be wore di%ficult of attainwent than
would normally be expected and improvised work
procedures [or attaining desired results will be
the rule rather “han the excepition.

6. Office of Operations ( Contacts )

The disposition atand:=7's developed and recom-
wended formally in repourt to this office have
not yet been approved, but should be officially
adcepted at least i modified form in the near
future. Upon such approval, steps will be
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taken to cbtain the suggested disposal auvthoriz.
ations for all 1tews of temparary value. ¥hen
these suthorizeiions have been finally developed,
it will be necessary to activate the records con-
trol echedule initially and on a2 continmuing basis.
There was tentative agreewent to adapt the Agency
€2 1ing svetem but the recommendations provided
for valting wnti) the materiel of all Mvisions
could be reviewed in order that the sanusl could
be adapted for the emtire Office rsather than this
one Division. In viewv of later comwitments with
respect to individual surveys in other Divisions,
we should now probably include the Contact
Division in our schedule for the installation

of the system.

25X1

——

Chief, Records Dispositiom Branch
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Report for memth ending 30 November 1953 from
RBCOITS SYSTMMS BRANCH

Jecause of Joint participation and inter-related factors,
. @& report on Systems Ior the following offices is included in
the report made by the Records Disposition Branch: FBID,
Logistics, Cenerzl Services, OIC, Medical Office and Dffice of
Operations,

dfice of the Director

Following the issuance of Regulation:which contains 25X1
‘ rather specific instruetioms concerning the filing of record
25X1 copies of staff papers, a draft of a proposed notice was prepared
to implement these instructions, The issuance of the notice was
first proposed t,o| during a discusaion of the recomen-
25X 1 dations made in the survey report of the Office of the Director,
|direct concern was the possibility of any further
application of the recommendations within the Office of the DD/A.

An inquiry was made of | |of the 0ffice of 25X1
the Director as to the status ol the survey report insofar as the
entire Office was concerned, She indicated that who is 25X1
now overseas,; stated that he was of the opinion ¢ reC=

ommendations were not applicable but that she should pive them
some consideration when she had time,

Vital Materials

Arrangements have been made with the National Security
Council {o make bieweekly deposits of their vital materials,
"revious deposits have been made on a quarterly basis but more
frequent deposits were considered to be desirable, The filming
of the Blographic Register continues to be held up because of the
lack of space for setting up the camera,following the move of the
Division into North Building, Both Mr, |are 25X1
continuing thelr efforts to obtain suitable space, As a result
of favorable comments received after the last training session
for Area Records Officers at the Repository, it was decided that
another session should be held for the benefit of personnel who
had missed the previous sessions,. A tentative date has been
established as 9 December, There are rive or six Area Records
Officers who were previously unatle to attend and in addition
| |in the Executive Registry has indicated a desire

TO 0s
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Mail Conhml‘ Section

The Mail Control Seetion took over full responsibilit;
for the distribution of NIS material. Previously, this h‘ig
been done under the direction of the couriers, with laborers

furnished by the Lopistics 0ffice,

The Mail Control Section assumed responsibility for the
handling of bulk unclassified material for pickup and delivery
between the Department of State and Tempo Y, This previously
had been performed by the Logistics Office laborers, Tem=
porarily, a Logistics laborer has been assisned to work with
the couriers on this job pending the recruitment of a laborer
for GSO and the changing of an existing courier slot to a
laborers slot,

Special courier service hus been estatlished on a
continuing basis between the Machine Records Branch and the
Payroll Branch of the Comptroller's Office, In
thie service, it was also mecessary for the Motor Pool to
assign a special vehicle, The prompt transfer of meterial
between these offices in order to get the payrolls completed
on time was considered justification for the special handling,

Chief, Records Systems Lranch

g
k4

AT T
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Report for month ending 30 Yovember 1953 from
REPORTS ST CORRRSPONDTECT 1GNAGKITNT BRANCH

o PLATTITD PROJICTS

1. 7he recent promotion of Records Management Progrom phases
in various ar<as has pointed up a need for the following:

as & check 1ist by which any analyst spearheading the Program
can messure an officels needs for the services of a particular Branch
of the Records Services Division,

be 4&n illustrated brochure or flier on each phase of the
Records Management Program, desciibing briefly but specifically what
we propose to accomplish and by what methods., Fye appeal should be the
prime consideration, Impetus to a particular Program phase could be
given through this medium, PFurthermore, analysts spearheading the Proe
gram will be provided with material on those phaseas with which they are
less familiar,

The development of this material for the Reports and Correspondence
Vanagement Programs is scheduled as our next major project,

II, PROJTCIS IN PROGRFSS

1. CIA Correspondence Handbook = Revised two exhibits and one
page of text, and inserted these revisions into the Handbook copies
previously assenmbled by Reproduction. Provided Regulations Control

Staf? with 65 copies for headquartergewide review. To our knowledge
these copies have not been distributed.

2s 0Office of the Comptroller Reports Management Program « Completed
the proposed culde 1or %‘omﬁg and operam% %%é Program throughout

the 0ffice of the Comptroller, Vet with the Comptrollerts
Office, briefly discussed the guide, and Ieft & master copy for his and
the Deputy Comptroller’s review, Recent contact with| gige
closed that thelr review imay be delayed Ly the urgency of current work.

3e Guide to Effective Writing and Correspondence Manapement Teche
nigges - Collection of material is contimuing, The cver-a% pian for
developing and presenting the guide is complete; attention is now being
piven to specific phases. The sections on English usage and evaluating
vour writing are well underuay, _

Lo Program Publicity - A pencil sketch appropriate to flier dige
semination was completed, ITdeas for other publicity issuances are being
assemblgd.as; the progrers progress, YWe propose to discuss our jdeas with
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a ropresentative of Graphies Registry (ORR) as soon as possible,

I1I, CCOUPLETYD PROJECTS

1. Program Master “lans « Master plans on the phasing of both
programs were revised and submitted to the Chief, Records Services
Divisien,

2o Agency File Mamal « Completed a review of the proposed Hande
book for Subject Classification and Fi of Correspondence Records.
From thig review and discussions with] devel= 25X1
oped recomendations on three primary subject classifications which
affect the filing of material on Reports and Correspondence Management
Programs,

3e Rﬁorting Pm@ Progress - Neveloped and submitted to the
Chief, Reco ervices Division, a listing of icports Management Proe
gram phages on which progress information is desirable, A general

recomnendation on progress reports from Area Records Officers was also
included,

Lo Justification for the Writer's Cuide = To Justify the need
for this de, a uartersewide poll was taken, Persomnel of
fourteen different offices, representing a crossesection of Agency levels
and functions, vere interviewed, The results pointed up the [ollowing
factes

2, There is a jositive nerd and desire for a desk tool on
wriling effectively.

be Form letters, patiern correspondence and other short cuts
have definite application in many areas of the Agency.

¢o Training plans of the 0ffice of Training, Regulations
Conbrol Staff, and the 0ffice of Scientific Intelligence c3ll for a
coordination of efforts,

The results of this poll, together with a comprehensive analysis of
our program, were submitted as a stafl paper to the Chief, General
Services Office,

vy A

o Lo éE{e?, Reports and Correspondence
H¥anagement Branch
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h ‘ UORTHLY REPORT - DISTRIIUTICH DATE
v Loverior 1953 TEIS MONTH TO DalE+
1. INTELLIGBECE & IIFORMATION REPORTS 1952 , :”?r .
&, Request for Supplementzl Distribution 2 3h2 tB&

b. Intelligence Raporte:
Received ( Copiesl 1793 )
Digtributed ( Copies "“Tu) oy

sy
143

Returned ( Coplespnqyy, oy
¢, Informatvion Reporgaf :7 : 1360
Received ( Copies (- R ) . 2203
Distridbuted ( Copies &L ) - ool
26 ADMINISTRLTIVE JSSUANCLES
a. Request for Supplementsl Distribution 5 5o sic
b. Regulations ’
(1) Initial Dis ivution
( Copies -y ) \ N ,
(2) Supplement: o CDi tribusion - i &
( Copies ;4 ) <30 53 Y30
¢, WNotices
(1) Initiel Distribution
( Copies o f;r) 32 1L 3
(2) up@l@nenﬁéi‘ﬁxs%ribuiion = i 2
| ( Goptes 54 ) 23 27 1,
d, Other
(1) Initiol Distribution
( Copics ‘ wyes
(2) Suppl@mentgff}istribu&io& 2 ~ 15
Copies - ’
( Cop o ) 15H G L]
-
L The tetals in the "ID DATE" column will revert to O at the end of

each fiescal yser and, starting with Jely 1952, will elweys reflect
cunulative totals for the Tiseal year cf ths report.

Rl The July through Septomber total of infermatios reports received-
is inelvded in the total of Intelligence Roporis received.
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LooLer 15563
MONTHLY REPORT - RECORDS CENTER paTE " 1355

THIS MONTH TO DATE*

1. Records Storage (all figures in
cubic feet) .
Wil 108
(a) Received ”"}“5 “Cr%;f
(b) Distroyed 12557 -
(e) Storage Spacc: «(Total) : e
Records oGS
O 05
Dist. Material ““G
Committed ot
- Avaiable e
i -
2, Records Reference '
(a) Service Reguests mi":’:
el

(b) Items on Requests
35 Inter-Agency Reference Service

(a) Regquests

* The totals in the YT0 DeTE" colum will revert to O at the end
© of each fiscal year and. after June 1952, will always reflect the
curulative totals for the fiscal year of the report.

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900250007-7




Approved For Release 2006/04/13 : CIA-RDP70-00211R000900250007-7

G pofpes for .
Sy Imorme dine '

MICROF ILM PROJECTS
- NOVEMBER 1953

PROJECS PENDING

A. ENTIRE ReECcorDs Group
B, RECORD GROUP ACCRETIONS

PROECTS IN PROCESS AND COMPLETED
A. ENTIRE Records Grour

4. N Process
2., CoupLETED

RECORDS GROUP ACCREIDNS

1. 1in ProcESS
2. CompPLETED

Iuaces Fiumep (Torar)

. Rotary CAMERA
2. FLATBED CAMERA

~Reers (100 r1)

l. 14 PrOCESS
2. To Be Recvieweo
3. REvViIEWED

*THE 70TALS % THE "T0 DATE” COLUMN WiLL REVERT 70 O AT
THE END OF EACH FISCAL YEAR, AND STARTING WITH JuLY 1953 wiLL
ALWAYS REFLECT CUMULATIVE TOTALS FOR THE FISCAL YEAR OF THE
RLPORT.
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Report for month of November 1953 from HACHLUE AUCORDS BRANCH

Wilnistrative:

vy nroblens incurred during the process of moving and gelting re-
loc.ted in Curie Hall have been ironed out. Installation of telephone
extensions, buzzer systems, completion of vault areas, grill work on windows,
and requisitioning of additional equipment and supplies needed to furnish
the three separate wings have been aceoxplished,

Three new emnloyecs entered on duty in November, | | 25X1

| | A e have atbtended IBA training
cilasses,  Two resignations are nending: or 2 January, 25X1
and . ru,| For . Docember. .ne employse on the T/D is

L]
awaitinz final clearance In the pool,

Two meetings were held rerarding wechanization of leave recording. A
detailed memorandum of these two meetings was sent to Chief, General .ervices
“Ifce » . :

4 trip was made to Vital iaterials depcsitory to clarify the situation
involwing the Tiles being fumislb;ad_ﬁ:‘mummlhim Records dranch.
In the course of this visin, we - learned that 25X1
| had been ;ranted tuirty days advanced sick leave for an
opertiicn. .o Turther word has been received Irom | | and it is 25X1
not known at the present time whether or not she intend:z to return within
the thirty days leave period.

~perational:

Jouchered Payroll - The following payroll operation reports wers com-
Jleted:  Ti.e and Attendance Reports, Jvertime, Transfer and Termination
Listings, Termination %-2's, and Comptroller's Report of projected averare
salaries of Vouchered employees, by Uffice group.

Procurement and Accounting section - A monthly recurring report of
"ipitical ltems" for Procurement nivision was completed 9 November, This
listing includes those items which have been determined in short supnly,
based unon a 504 and/or 100: stuck level coxputation.

~ecial Projects Section - dat listinzs have been completed on Family
Group 7 iters for the Apency Otoek Jatulog. These listings have been approved
by Identification and Catalog Staff.

i schedule for the submission and processing, by Cffice, of changes to
sue 7/, file is being devised to prevent a peak workload. These changes
invalve the conversicn of the prosent Civil Jervice four digit basc number
into 1 frur diglt base with 2 two dizit sub number, and the addition of the
Uareer Service deslgnation code, and the Uffice code letter to all the cards
in the file '

. . E2] F \‘_ e
AP B Ri)
e }‘ DS & W e J

B . - ‘~;~ sen e s
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Pergonnel. ‘ection - Positicn Control reports were fumiuh?cd”‘to all
UDI offices durinr tovember,
" The develo*zavxt of the Personnel History Card File is in procma and
a raport Has been anbmitted o outd,ning the progress veing 25X1
>« A cirzilar report has been furnished to | |in regard to 25X1
he Cerlodie . Ctep Increase ”rojuct. :

L/

Chi.ef," HdachIne Hecords Eranch

25X1

&?”“@3
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